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[0 O As a ticket-booking staff, you should know well about the departure and arrival timeand the number of all
means of transportation, and be familiar with the ticket-booking of-flees and its references. You should keep
contact with the guest all the time when the reser-vation is undertaking. For those guests who are going to the
airport, you should remindthem the suitable time of departure in order to avoid delaying due to the heavy traffic.
For the guest who wants to book an air-ticket, you must make copies of all materialsneeded, fill in the air-ticket
booking confirmation form and ensure the way of leaving a mes-sage. You should contact with the relevant Airline
Company in a hurry and then tell themthe information related, such as the name of the guest, the number of flight,
date of departure, and so on. Whatever happens during the period of reservation, you should let the guestknow as
soon as possible. For the guest who wants to book a train-ticket, you must make sure the place of depar-ture and
destination,time of departure and the train number the guest demands. On a spe-cial occasion,such as spring
transportation or holidays,the tickets are in great demand dueto heavy traffic,espedially the tickets of soft and hard
berth,you should explain the reasonand make a suggestion for the guest in order to readjust his itinerary.
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